
Intro to CMS 
Logon 

http://j00000swebstg/CourtsCMS/loginform.aspx 
Username: Playground 

Password: test 
 

 

http://j00000swebstg/CourtsCMS/loginform.aspx


The CMS Site Menu page: 
 
 

Click this icon or click the 
page title to begin editing 

the page. 

Click this icon to view 

the page as it will 
appear on the web. 

Click this icon to add a new 

page as a “child” of the 

existing page. 

Check the Update box, then click the 
Update Checked Pages to move your 

changes from the Staging Site to the 

Live Site. 



The Editing Page 
 
 
 
  

The Editing 
Toolbar 

These fields 

describe the 

page in 
various 

places on 
the web 

site. 

The Editing 
Toolbar 

Enter your 

web text, 
pictures and 

links here 

Periodically, 
click “Save 

and 

Continue 
Editing.” 

When you’re 

done, click 
“Save” to 

return to the 

Site Menu 
Page and 

view your 
changes 

Links to 

tools listed 
on the CMS 

Home page 



Formatting 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Only one formatting style per paragraph.  There is always a blank line between 
paragraphs. 

 Format, Paragraph, and Div all look the same, but only Paragraph behaves predictably.  
Don’t use the other two. 

 Headings format is for headings only.  Don’t use it to emphasize paragraph text.  Bold, 
Italic, and underline are available for this. 

 Block Quotes will indent and are useful for announcements that you want to stand out 
from regular text. 

 Definition Term and Description are useful when paired as shown when you don’t want a 
paragraph space between the heading and text. 

 

  

Style Choices 

Style Results 

Whenever you make a change, click 

“Save and Continue Editing.”  View 

the change by clicking on the View 

button.   



Inserting a Hyperlink 

 Type the text and highlight it: 

 

 Click the Insert/Edit Link button: 

 

 Either type or copy and paste the link into the Link URL field, then click Insert: 

 

Note: if you are adding a link to a page in the Judicial District, remove the text 
http://mncourts.gov from the URL. 

  

http://mncourts.gov/


Inserting a hyperlink to a File 

 Type the text and highlight it: 

 

 Click the Insert/Edit Link button: 

 

 Click Browse or Upload Files. 

 

  



 Pick mncourts.gov, then pick 2nd District Public, then pick one of the file folders.  You’ll 
need to remember later which folder you chose.  If your document isn’t in the folder yet, 
click on Browse.  Find the file on your PC, then click upload: 

 

 Once you’ve uploaded, the file will be in the list.  Click on the file and you’ll be back to 
your Insert/Edit dialog.  Set the target to open in a new window by clicking the drop-down.  
When finished, click Insert. 

 

  

Upload 



Tables 

Tables are useful for themselves and as a way to arrange content side by side. 

Click the Insert Table button.  Choose the number of rows and columns and decide whether the 
edges of the table will show on the website. 

 

 

The table will be tiny until you add content.  It will scale to whatever you put in the cells. 

    

  



To add a picture to a table, place the cursor in the cell you want and use the Insert/Edit Image 
button the same way you use the Insert/Upload File feature. Remember to describe the image 
for ADA purposes.  Adjust the size of the image with the Dimensions field.  Otherwise, it will go 
in its original dimensions. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


